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Application for Employment

	IMPORTANT NOTES
	
	PERSONAL DETAILS
	

	Position applied for:


	
	Title:   FORMCHECKBOX 
 Mr     FORMCHECKBOX 
 Mrs    FORMCHECKBOX 
 Ms     FORMCHECKBOX 
   Miss         Other:
	

	
	
	Surname:     
	Forename(s): 

	
	
	Address:  

	Reference Number:


	
	                  

	
	
	Post Code: 
	

	This form must be completed in full using BLACK INK or type as it will be photocopied.
	
	Contact Address (if different from above): 

Same as Above

	
	
	
	 Post Code:  


	
	
	Tel. No. (home): 
	Tel. No. (work):  

	
	
	
	

	This application form and job description are available in large print or Braille.  A CV will not be acceptable as an alternative.
	
	EMPLOYMENT HISTORY /  WORK EXPERIENCE
	

	
	
	Current/most recent employer and address:



	
	
	Position held and Salary:
	

	
	
	Commencement date:
	

	
	
	Leaving date (if applicable):
	

	
	
	Duties and Responsibilities:
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	Previous Employer/ Organisation (most recent first)
	Position held
	Dates:  From   To

Month / Year

	
	
	


(You may continue on one further sheet)

	SKILLS, ABILITIES, KNOWLEDGE AND EXPERIENCE
	

	Please describe details of your skills, knowledge and experience which you consider would make you a suitable candidate for this post.  These may include leisure time activities or voluntary work.  Please refer to the criteria on the person specification and the guidance enclosed.

	


	EDUCATION / QUALIFICATIONS
	

	Please give details of educational qualifications.  If you are currently in full-time or part-time education, please detail the qualifications you are studying for.

	Qualifications Gained (state level)
	Grade(s)
	Date obtained 

(where applicable)

	
	
	

	CURRENT MEMBERSHIP OF PROFESSIONAL ORGANISAIONS 

(where appropriate to the post)

	Organisation
	Membership Status
	Date Membership Commenced

	None
	
	


	TRAINING COURSES
	

	Please give details of any training courses attended relevant to the post.

	Coure Title
	Date / Duration

	
	


	AVAILABILITY
	

	If you are shortlisted for interview, may we contact you at work?


	Are there any dates that you are not available for interview during the next 6 weeks?




	JOB SHARING
	

	Jobs which are currently full-time posts may be considered appropriate for candidates to apply for on a job-share basis.  Are you applying as a job sharer?                                          


	DISABILITY
	

	We guarantee to interview disabled applicants who meet the essential requirements for the post.     

Do you consider yourself to have a disability?

  
  
Do you have any special requirements to enable you to attend for interview?       
  



	CANVASSING
	

	Are you related to a councillor* or employee* of Herefordshire Council?     
If yes, give details:-



Name:  
Position:  
Relationship:  
Please note that canvassing of Councillors or employees of Herefordshire Council in relation to this application will disqualify any applicant.  If evidence of this is discovered after your appointment, you may be dismissed without notice.

*  Please circle if related to either councillor or employee.


	DRIVING QUALIFICATIONS (where appropriate for the post)
	

	Do you possess a current, valid, full driving licence?  

Do you have regular use of a vehicle?   


	EQUAL OPPORTUNITIES
	

	Herefordshire Council is committed to and working towards Equal Opportunities and is actively opposed to all forms of unlawful or unfair discrimination.  No employee or job applicant will receive less favourable treatment in recruitment, terms and conditions of service, or dismissal on the basis of ethnic or national origin, gender, sexual orientation, marital status, religious beliefs, disability, age, or HIV Aids.  It is Council policy that the normal retirement age for employees is 65, therefore, employees will not be recruited over the age of 65.


	CRIMINAL CONVICTIONS / DISQUALIFICATIONS
	

	If you have been convicted of any offence, you must disclose it unless it is ‘spent’ under the Rehabilitation of Offenders Act, 1974.  However, having a criminal record will not necessarily bar you from employment with the Council.  Any information revealed here or as a result of a Disclosure will be considered in light of the responsibilities of the post.  If the post you are applying for is in a school, or has substantial access to children, the vulnerable, elderly, or is within Social Care working directly with clients then you MUST state convictions bind over orders or cautions whether current or spent.  In the event of employment, any failure to disclose these and/or pending investigations could result in disciplinary action and/or dismissal.  All posts with access to children, the vulnerable or elderly, will be subject to a Criminal Records Bureau Disclosure.  Please give details and dates of:-

(a) Any convictions (including driving offences):

(b) Disqualifications from driving or performance of professional duties:

                            


	REFERENCES
	

	Please give below the names of two referees who have agreed to give a reference on your behalf, one of whom must be your present or most recent employer.  In the case of applicants leaving full-time education, or not having worked since doing so, the Head of School, College, or University should be named as one of the referees.  References from friends or relatives are not acceptable.  If you are an internal candidate one reference from your current line manager is required.

	Name:  

Address:

Postcode: 
Relationship to you (e.g. manager):  

Do you wish to be consulted before this referee is approached?

	Name:  

Address:  

Postcode: 

Relationship to you (e.g. manager):  

Do you wish to be consulted before this referee is approached?




	DECLARATION
	

	I declare to the best of my knowledge the information on this application is true and accurate.  I understand that any false statements or failure to disclose any information requested on this form may result in my application being disqualified.  Discovery after appointment may lead to dismissal without notice or disciplinary action by the Authority.

Signed:                                            Date: 


	DATA PROTECTION
	

	All information given on this form will be treated in strict confidence.  If you are appointed, this application will form the basis of your personal file and information on this form may be held on computer.  We will observe strict confidentiality and disclosures will only be made for payroll, employment administration and statistical purposes.   If your application for this post is unsuccessful your details will be kept for a period of 9 months and will then be destroyed.
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